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EMPLOYEES". CENTER 


i. Proposal: : 
Eatablish a central place on the First Floor of Langley, to which 
eli employees could go for immediate assistance, either on-the 
Spot ox upon referral, 


it. Obfectives : ee > 
A w n 

: ; 

da Formalize aay publicize as Agency policy thet a centrally- : i 
nocated Iraployees' Center will be available #0 all exmloyeca ot 

' Lor as sistance. 


* 


Simplify the nuvber of Offices that employees mist visit in 
order to secure help or learn where assistance can be acquired. 


G. Establish a cembral facilit ty, kaown to ell, for the discussion 
- Of personal erepis ILS ¢. “atl 


Da: ERO eCe & cernbral commnications Link between employees and 
approoriate Agency offices, In an effort to isolate employee 
heeds and avert losses of needed personnel. i 


( 


TIT. Possibia Activities 


Ae Essentially New (Hither As A Function or As A Matter of 
amphesis) 


ie Extension of written invitations to all professional. ae 
exiployees after firat year of employment and all | 
clerical employees after first six months of employ- : 
ment to édecuas any matters of interest. Appropriate 
Sollow-up on any issues raised (personal, job, cor- 
nunity adjustment, etc.). ; 


2». Seovision of onen-door, sistinetecot consultation to 
any emoloyee desiring any kind of BESTS CARERS with 
followup action thereafter. 2 


Be on of an informational and/or referral center on f | 
7 Pivst Floor of Lenzley for assistance on employed : a 
Tics. i 

&, Establishoent of a centr 


.5. Spot checking of insurance clains for completeness end a 
, accuracy at time of presentation. , “ett 
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&. Central listing of Agency personnel desiring to rent 
or share housing (information conld be exchanged by 
tclephone). 


« A Assi stance to employees in filing claims against con- 
merical companies for damare or loss of household effects. 


Hor 


om 


Se. Inspec tion of services performed’ oF commercial conpanies. 


9. “soyiston of snforrs ation on the retropoliten area en 
;  uogations, weekly events, etc.). ; 


10. Administrats cA or FSAS. emerzency fund on-the-spot (up 
to @ prescribed ancunt). — 


Se ‘Other 8 xyieces To Be Performed By Center Or By A Perticular 
Office Upon Referval By Center : 


he General eocunseling. 


2, Answering general incuiries on employce benefits, allowances 
and bE cee ods * whet 
Se Nodntain post reports and vrovide answers on personal 
sroblems encountered in FCS moverents overseas, particularly 
a recard to shipment end storage of effects. 
“be PEO vide advice and/or inforyation on income taxes, wills, 
nool inguiries on employer, and other technical questions 
obtain information or refer cquestioners to appropriate No ese SES 
sources when answers not known) 


s 


~~ 


oe 


5, Monage Eoployees Activities Association and Its services. 
5. Frepare estimted annuity conmutations. 
,. Conduct exit processing. 


8. Hendle overseas processing, (financial, persornel, securlty, 
Suavel coayersion of insurance, referral to shippers, ete.). 


),. Peocess travel cleims and settle vouchers. 


20. Séminister Credit Union. 


2 
< 


f 
a BAU X 


Approved For Release 
y (of 
: PSE GEL 


aim IPPRALAY 
a ray ru ae ca 
ak ‘ 


& 

are 
tm 
ss 
; 


